MAVEA Maine Leaning Results/Curriculum Integration Project
Student Information System (SIS) — Administrative Help M anual

NOTE: Sending schod list needsto be entered before entering student information.

Customize Your School | nformation Click Button E

¢ at Button E, there ae 3 tabs— Home Schods Info — Tech Schod Info — Periods for
Absence Reports. Enter the relevant information for your schoal at ead of these tabs.
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HELP EDIT SIS LOOKUP TABLES

Home Schools Info I Tech School Info | Periods for Absence Reports |

Home5chThl subfarm

HSID [ HS_Abbv | HS_Name | HS_Address | HS_City | HS_State | HS_Zip
L 1 RDHS Rockland District High School | Broadway Rockland | ME 04541
* | imber) ME

Tab at Button E Screen for Edit Sending Schod Information

¢+ RDHS nfo isjust an example for you to follow. It can be deleted or written over.

Home Schools Info | Tech School Info  Periods for Absence Reports
Periods subform
ID | Period | FirstDate | LastDate
| M| [ 1stQuarter 84500 114300
|| 2/ ZndQuarter 118400 111911
|| 3 1stSemester 94500 171511
| 4 3rdQuarter 1429101 4811
|| 5 dthQuarter 44801 61501
Add new || B ZndSemester 1/28/01 B/15/01
record here | 7 Full¥ear 8/5/00 B{15/01
T g Al 9/1/48 12431705
Eap: 2

Tab at Button E Screen for Customizing Schod Dates

¢ Inthe periods form, seled or edit the period(s) that match your school system and enter
the correct FirstDate and LastDate dates for them

¢ If you'reonaTrimester system, you can add them as new records.

¢ LeavetheALL category asis
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MAVEA Maine Leaning Results/Curriculum Integration Project
Student Information System (SIS) — Administrative Help M anual

EDIT SIS LOOKUP TABLES

Home Schools Info Tech School Info I Periods for Absence Reports |

TS_Hame HOO

TS_Address |HWEFISIDE DRIYE
T5_CSZ |BANEDH ME 04401

TS_Phone |999-9399

TS DirectorText | PROF HAROWITZ, DIRECTOR

Tab at Button E Screen to Customize Schoad Information

¢ Enter the information appropriate for your schoal. This information wil | appea on reports.
¢ Logosand different fonts/styles for this information can be added to reports. (see
instructions on how to do thisin the SIS Tedhnical Help manual)

¢ Add Instructor Nameto Course List and Reports Click Button F

¢ At thetop of the screen isthe Course Table. Type instructor name as you wish it to appea on
reportsin the Instr column in the same row asthe gpropriate curse.

Admin Form Courses Cours| CourseName | Abbrev] Instr
Duties and 5 1/ Autarnobile Collision Techno
s 2 Autornotive Technology zimme A Brake
Tasks 3 Building Construction & Carg Cary T. Beamn
4 Business Information Technr Skip Undo
5 Culinary Art

Linked Duties Record: 14| « | s > [v1|r#] of 11
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